" OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pﬁbiimtion No. 76~8M-1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Fleeords Management Dmslon 330 Capitol Avenue, Atlanta, Georgia, 30333,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Addreigs ; FOR RECORDS MANAGEMENT USE
Apphcanon Oute De.pa'r?ment of Human Resources Application Number
Division of Mental Health & Mental Retard.} -
June 11, 1976 ental Retardation Section _ 75 4’(775
Application Number 47 Trinity Avenue, Rm. 542-H Date Received Dste Complated
DHR-59 . tlanta, Ga. 30334 W =9 1978 apg 4 1996
2. Person to Contact Working Title Telephane Number

Budd Hughes ) _ ) Assistant Division Director 656-6370

3. Action Requested ‘
a. (@ Estabusn Retention Scheduils; record will continue to accumuiate.
b. O Dispose of present accumutation; no further accumulation anticipated. -

¢. O Amend Application No. Chack One: C1 Change; (] Supercede; OO0 Void
4. Dautes of Serias B. Rocords Saries Title (followed by title ysed in office; if different)
Earliest - Latest Mental Retardation
1973 | Present Group Home Program Files
6. Division and Office Function_ ‘What is the function of the Division and tha Office in which this record series is created?

The Division of Mental Health & Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, drug abuse, alcoholism, and training and
research program. This Division is also concerned with community mental health, and the
administration of the State mental bosp.i tals, rehabilitation and retardation centers.

The Mental Retardation Sectlon is one of the programmatic sections of the Division of Mental
Health and Mental Retardation. The Mental Retardation Section offers specialized services
(primarily focusing on the mentally retarded within the I @ range of 0-55) administered
through a comprehensive system of institutional and community service programs. The special-
ized services are provided through the following major programs; 1) Day Training and Work
Activity Programs, 2) Group Homes, 3) Instltutlonal Services, 4) Famlly Care Homes and

5) Foster Grandparent Programs.

i

7. ﬁoeord Series Desaipﬁon Thus file contains the following documents finclude form numbers and titles n" any):
Attach samples of the file.

Documents relating to: receiving and reviewing proposals for the establishment and admlmstrat-
ion of Group Home Programs,

Included . but not limited to are: proposals in narratlve format describing the need for the
program, costs and rec'omended services to be performed, monitoring and program evaluation
reports as required by Federal and State regulations to record adherence to guidelines
and standards, client 1nformatlon and statistical reports and similar and related support-
ing documents.

File is arranged: alphabetically by county; thefeunder alphabetically by néme bf program.

e

8. Monthly Referance Rate How often are records referred to which are:

One to six months oid 10 Seven 10 tweive months old s

; Thirteen to twenty-four monthsold 5. _;
twentv fwa months and older Fa o _ _

9, Annual Rate of Accumulation qf Records

Letter-size drawers 2 ____.; Legal-cizedrawers . :Shelves _ ; Other (specify)

AR-80-71, Rev, 78 - ' Over)

J



YES | NO | 10. Questionnaire _ (Place an *“X" in the proper column)

a. s this the official copy of the series? '
If not, where is it?

b. Does the serias contain confidential information requiring security handling? If yes, cite law or regulation.

¢_Is this a vital record?

X d Does this series have historical or long term research va!ue?

. When one or two documents in the file makae it necessarv to keep the entire fila for 3 long period, could thesa

X nocumgm;_m_mgﬁ_ulsdmamelv?

Certaln information found

9. ls the information oontamed in th:s series ever analyud and!or recordad in i sum Tize
X If ves, axtach cogy, Certain information found in monthly, yearly summary reports.

Sment ,Annual Report.

h, Is there a duplication of this saries in your office, or in another office or agency?
X If vas_where? Group Home

X | _i. lsthis series for 8 maior portion of itl reguiarly microfilmed?

X 1_[_Does the record series resuit in a computer printout?
11. Ratention Requirements _ The following requires the series to be kept:

a. StateLaw , __.years, . d. Audit period

b. Statute of limitation . — years, e. Administrative need

taltn

& Feaderal law years. - f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need.

Based, on previous reference experience a 5 year retention period is needed.

Years.
years.
years.

12. Approved Disposition Instructions This agency recommends that thae file series be cut off at the and of sach:

@ Hold in the current files area
O Transfer to locat hoiding area; hoid T year(s); then
(3 Transfer to State Records Center; hold year(s); then
& Destroy,

0 Transfer to State Archives for permanarnt retention.

O Other (Specify)

year(s); then

These instructions apply to ail prior and future accumulations of the series.

{1 Calandar Year; &3 Fiscai Year; O Other : then,

—‘  Agency Head/Designes - {Signgture) Date - | Records Managemaent Officer (Signature)

Date

- (4-76

7/1 )70 W Mo . i D o, lied

State Records Committee /Signature)

Date

Recommendations in para- ' {

—
graph 12 are approved. State Auditor/Designes M ? '/y 7 L

(It disspproved, attach latter

of explanation.) Seuata%&tdbesigme @ M/ M &~ "t' 7 é

Attorney General/Designee ///4322 l Z ﬁ E é f ?' ?(
AR=3Q=71: Rew.78 . T (Rewnwsidey e L




